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Part 1 Travel Request  
Travel and Expense Authorization/Reimbursement
	Last Name                                                     First Name                                    Middle Initial

Escobar
Joe
G
	L Number
L00005422
	Telephone Extension No.
X5581

	Department

Social Science
	FOAP


	FOAP



	Conference or Trip
	CIT Conference on Information Tech
	Registration Fee
	425

	Date/Month of Expense


	October 23-26
	Meals
	200

	Conference Location


	Dallas, TX
	Lodging
	800

	Purpose of Conference


	Professional Development
	Transportation
	450

	
	Total Estimated Expenses
	1875

	Approvals

_______________________   ____________________
	Advance to Employee *
	1000

	  Department Budget Administrator     Date      Vice President/President            Date
	

	Lodging to be Paid by LCC

Name:

Address:

City/State/Zip:

Confirmation #:

22-26OCT SCHEDULE TICKETED Itinerary (ref. NM51GG)
Transportation to be Paid by LCC

Commercial  (     College Car  (       Private Auto  (
Name of Agency:

Azumano for Air Travel


	* 
All advanced funds must be accounted for and original receipts 
submitted with reconciliation of trip.

Registration Fee to be Paid by LCC

(Please complete box and attach entire brochure

on conference with completed registration form.)

Name:

2005 CIT

Address:

4505 E. Chandler Boulevard  Suite 250

City/State/Zip:

Phoenix, Arizona 85048



	Part 2 Expense Reconciliation 
	Private

Auto

Miles 
	Meals & Lodging  (Please attach original receipts)

	DATE
	DESTINATION
	
	Breakfast
	Lunch
	Dinner
	Lodging
	DAILY TOTAL

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Other Expenses (not previously paid by LCC)
	
	.36/mile
	Meals & Lodging
	

	Registration Fees


	
	
	
	Mileage Expenses
	

	Transportation Fees
	
	
	
	Other Expenses
	

	Parking
	
	
	FOR ACCOUNTING ONLY


	Total Expenses
	

	Miscellaneous (specify)
	
	
	CHECK NO. & DATE
	
	

	Total Other
	
	
	REG
	Less Advances (above)
	

	
	
	PP HTL
	Funds Returned to LCC
	

	
	
	
	
	

	I certify that the travel expense as itemized above has been made in the performance of official Grant or College duties, all in accordance with Lane Community College policy and grant requirements.
	
	
	Reimbursement Due
	

	
	Signatures below required after reconciliation completed.
	

	
	
	
	
	

	Signature of Employee                                 Date


	
	Signature of Department Budget Administrator        Date
	
	Signature of Vice President/President                  Date


Travel/Expense Reimbursement

In General

Reimbursement for local monthly travel expenses may be submitted by the employee for each month or for up to a quarter year depending upon the trip frequency, expenses incurred, and the department’s own rules on submitting travel reimbursement requests.  Travel expenses include transportation, meals, lodging, registration fees, and parking.  No reimbursement will be made for alcoholic beverages, gratuities, laundry, telephone calls, hair care, shoe care, and other personal expenses unless specifically approved (as evident by his/her initials next to that specific dollar amount.  Budget Administrator’s own travel expense must be approved by his/her supervisor.  Reimbursement is limited to the mode of travel which provides the least cost to the College.  Forms may be obtained from College Finance.

Specific Trip & Meeting Reimbursement
One form is used for each specific out of town trip or meeting.  When requesting payment of out of pocket travel expenses, the employee must complete Part 2 of the form within 5 working days after returning from the trip or meeting.  All expenses must be itemized, including those expenses for which an advance payment was received and the original detailed receipts must be attached according to the requirements listed below.  The completed form is submitted for approval (see below) then sent to College Finance for processing.

Travel Advances
An advance for payment may be requested if estimated out of pocket expenses are over $25 for any trip.  A check for advance will be mailed by College Finance prior to the trip.  An advance registration payment will be made if a completed  registration form is submitted with the advance request and the registration box completed.  Commercial travel is to be arranged through Azumano Travel Agency.  Employees may have only one outstanding cash advance at the time, unless there are multiple trips schedule less than five days apart.

Expense Reimbursement Requirements

	Type of Expense
	Amount/Description
	Receipt Required

	
	
	

	Employee Meals
	
	

	Breakfast
	
Actual ($4 and under)
	No

	Lunch
	
Actual ($5 and under)
	No

	Dinner
	
Actual ($9 and under)
	No

	Breakfast
	
Actual (over $4)
	Yes

	Lunch
	
Actual (over $5)
	Yes

	Dinner
	
Actual (over $9)
	Yes

	
	
	

	Business Meals
	
	

	For Others
	
Actual (any amount)
	Yes

	Explanation required including names of participants and purpose of the meal.

	
	
	

	Lodging
	
	

	
	
Actual (any amount)
	Yes

	
	
	

	Transportation
	
	

	Commercial
	
Actual ($10 and under)
	No

	Commercial
	
Actual (over $10)
	Yes

	Private Vehicle
	
As per GSA
	No

	Parking
	
Actual ($5 and under)
	No

	Parking
	
Actual (over $5)
	Yes

	
	
	

	Personal Expenses
	
	

	Reimbursement only in unusual circumstances; explanation is required and specific item approved by V.P. must be evident.

	
	
	

	Registration Fees
	
	

	Receipt and copy of completed registration form specifying the cost and nature of the activity.

	
	
	

	Note:  
Original receipts are required and should be detailed vendor receipts rather than general charge card transaction slips.


See College Online Policy & Procedures


(COPPS) for instructions for


completing this form and 


approval requirements.





Distribution


White………………..College Finance


Canary………………College Finance


Pink………….………Department


Goldenrod.…………Originator





College Finance











